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MYTRAVEL TIPS

Impact of Next Day Arrivals on Travel
Itineraries and Allowances

Overview

Travelers are responsible for reviewing travel documents to ensure the content is accurate. Two key components
travelers should pay special attention to are the itinerary and travel allowances. These two components drive the
amount travelers receive as reimbursement. Expense reports are impacted by “Next Day Arrival” layovers because the
travel allowance calculates the layover location in per diem. Below explains what to look for and how to fix it.

Tip: Look for a blue crescent moon & when booking airfare to identify itineraries with “Next Day Arrivals.”

Scenario

| am traveling from Washington D.C. to Palm Springs, CA and have a “Next Day Arrival” layover in Phoenix, AZ, but | did
not need a hotel. My layover in Phoenix, AZ is calculated in my travel allowances. How do | fix it?

How to Identify “Next Day Arrival” when Booking Airfares

1. Below is the itinerary above. There is a “Next Day Arrival” layover on the return leg; therefore, the traveler
arrives at 12:38 am the next day.

NOTE: The blue crescent moon & symbolizes the “Next Day Arrival”

08:45a DCA 12:57p PSP 1 stop ORD h12m $454.20
M United' 0 View Fares
06:46p PSP [Cpo:asaDca  2SFOIORD 120 02m
United 5712 / 5508 operated by SKYWEST DBA UNITED EXFRESS
Gowt. fare(s) availab  Next Day Arrival E] Show all details
United #1504 arrives 09:48a, Sat, May
8 1 stop ORD 7h 12m $454.20
M United’
06:46p PSP € 09:48a DCA 2 SFO/ORD  12h 02m (i)
United 5712 / 5500 operated by SKYWEST DBA UMITED EXFRESS
Govt. fare(s) available Show all details

2. Proceed with booking air, hotel, and/or car based on mission requirements.
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MYTRAVEL TIPS: Impact of Next Day Arrivals

3. Update the Trip Purpose in the Request Header and verify the Temporary Duty (TDY) Location — City matches
the TDY destination (in this case Palm Springs, CA).

NOTE: the TDY Location — City often defaults to the arrival airport i.e. PSP Palm Springs International Airport.

Support | Help~
SAP Concur Requests. Travel Expense App Center .

Profile ~
-

Manage Requests

Edit Request Header ence ([

Trip from Washington to Palm Springs Request ID: 43KK7
Request Id Request Name ™ TDY Location - City *

43KKT | Trip from Washingten to Palm Springs | | us ~ | Paim springs, calitomid |
TDY Location - Country * Stari Date * End Date *
| UNITED STATES | v | | osinzizo21 | 05/08/2021 | = |
Trip Purpose * CIEIO Rank/Grade (2]
| Mission (Operational) vl (C) C - Civilian AD-00
Branch of Service (2] Durafion (Days) Request ID

NA &

[ This frip has a Foreign OCONUS segment 9
Comment

)

m fanest

4. Add M and IE Allowance to the request. For a single destination trip like this one, use the Meals — Single TDY
Trip Only M and IE Allowance.

Support | Helpw
SAP Concur Requests = Travel  Expense  App Center

- 8
Profle ~ oy

Manage Requests
Trip from Washington to Palm Springs $850.20
Not Submitted | Request ID: 43KK7 | 4 Must be approved by: 05/01/2021 10:45 AM

Request Detals v PrinyShare v Attachments v

EXPECTED EXPENSES

- Date ¥ Amount Requested
Tip Only e
(DCA) - Chicago (ORD) 05/03/2021  $45420  $454.20
DT TENTE TR EEgEnt trips
W and IE Allowance - Inerim Days gs, California 05/03/2021  $396.00  $396.00
M and IE Allowance - Travel Day
A N4 International Related Fxnenses. e Estimated Total: $850.20

5. Verify the TDY Location — City matches the same location used in the Request Header then Save the M&IE
Expense.

Support | Help~
SAP Concur Requesls ~ Travel  Expense  App Center

Profle ~ &

Manage Requests

New Expense: M and IE Allowance. $0.00 o ([

05/08/2021

@ Allocate
Last Day of Trip * Days @
| osr08r2021 | E| |s

I TDY Location - City * Transaction Amount Currency

[ us ~ ‘ Paim Springs, California | US, Dollar

Comment

|; 4

E canee!
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6. Be sure to add all necessary expense items then Allocate and Submit Request for approval.

Support | Helpv
SAP Concur Requests  Travel  Expense  App Center

- 8
Profle ~ o

Manage Requesis
Trip from Washington to Palm Springs $1,213.20 [Pp—
Not Submitted | Request ID: 43KK7 | A\ Must be approved by: 05/01/2021 10:45 AM

Request Details v Print/Share v Aftachments v

EXPECTED EXPENSES

O Expense type Details Date ¥ Amount Requested
363.00
O M and IE Allowance Palm Springs, California 05/08/2021 $363.00 g )
Alocated
p $454.20
O  Air Ticket (Self Booked) Washington (DCA) - Chicago (ORD) 05/03/2021  $454.20 .
Alsated
o . . n $398.00
O Hotel Reservation (Self Booked) Palm Springs, California 05/03/2021 $396.00

Estimated Total: $1,213.20

Expense Report — Reviewing the Itinerary and Allowances

1. Upon returning from TDY, create an expense report from the request by viewing the approved Request then
clicking on Create Expense Report.

Support | Helpv
SAP Concur Requests Travel Expense App Center .

Profile ~ -

Manage Requests
Trip from Washington to Palm Springs $1,213.20 more Actions v | - Create Expense Report
Approved | Request ID: 43KKT7

Request Details v Print/Share v Attachments v

EXPECTED EXPENSES

Expense type Details Date ¥ Amount Requested
363.00
M and IE Allowance Palm Springs, California 05/08/2021 $363.00 s
Allocated
$454.20
Alr Ticket (Self Booked) Washington (DCA) - Chicago (ORD) 05/03/2021  $454.20
Allocsted
. $396.00
Hotel Reservation (Self Booked) Palm Springs, California 05/03/2021 $396.00

Alocated

Estimated Total: $1,213.20

2. Select the Travel Allowance drop down then click on Manage Travel Allowance.

Support | Helpw
SAP Concur IE' Requests Travel Expense App Center 'Y
Profile - -

Manage Expenses View Transactions
Trip from Washington to Palm Springs $0.00 Submit Report
Not Submitted
Repert Details w Print/Share w Manage Receipts v Travel Allowance v

REQUEST | Manage Travel Allowance |

Approved

$1,213.20

Add Expense

No Expenses
Add expenses to this report to submit for reimbursement.

Defense Travel Management Office 3 June 2020
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Travel

3. When the Travel Allowances for Report screen opens click on Create New Itinerary.

“Travel Allowanoss For Report: Trip from Washington fo Paim Springs

Degarkure City

o Assignad inarana Faun

e Avsisnie Enaranas Foune

| Beparture City

Date and Time «

Oate and Time +

B) £-oensas & Adustmants

Aarival City Oate and Time

Asrival City Dt and Fimne

Asrival Rate Location

Asrival Rate Locstion

4. Click on Import Itinerary then select your itinerary and click Import.

Travel Allowances For Report: Trip from Washington to Palm Springs

Itinerary Info

Hinerary Name

Eyr———
Add Stop

O | peparture city «

€D Creste New tinerary (@) Available liineraries

Import ffinerary

| Arrival city

@) Exenses & Adjusiments

Select trips and charges to use to create this itinerary

x
(| | Description Start Date & End Date
, -
Wingate Inn 024/2021 11:58 ... 03242021 11:50
[-] Hotel Reservation at MCAS YUMA (CZFISV) 0272002021 11:60 ... 040272021 11:50 ...
0 Trip from Washington to Burlington (ATZXBM) 04/05/2021 10:03 04/08/2021 04:24

Trip from Washingtan te Honolulu (BXNHGEY)

04/12/2021 08:15... 041772021 12:26 ..

Trip from Washington to Falm Springs (RUPXTI)

-
Best Westemn Intemational

058/14/2021 11:59 ...

La Quinta

05/17/2021 11:58 05/21/2021 11:598

OO0 & O OO0
]
0

e Hotel Reservation at DENVER, CO, USA (KTGWVCM)

05/24/2021 11:59 ... 05/28/2021 11:59 ..

Mo Hinerary Rows Found

5. Under Available Itineraries, the imported itinerary will appear under Assigned Itineraries. Click Next.

Travel Allowances For Report: Trip from Washington to Paim Springs

4D Create New itinerary | @) Availeble fineraries

F——

) Expenses & Adiusiments

—

Aurival City Date and Time

Arrival Rate Location

@ ltinerary: Trip from

to Palm Springs

Washingten. District of Columbia

0870372621 08:45 AW

Gricago. linois 0810272621 08:48 AM

COOK COUNTY, US-L. US

Ghicago. llincis

0870372621 10:30 AW

Paim Springs. Califormia 0810372021 1257 PM

RIVERSIDE COUNTY, US-CA. US

Faim Springs. Califomnia
Zan Francisco, Calfornia

06/07/2021 06:40 PM

San Francisco, Calffornia 06/07/2021 08:15 PM

AN FRANCISCO COUNTY, US-CA. US

06/07/2021 11:10 PM

Chicago, llincis 06/08/2021 05:08 AM

COCK COUNTY, US-IL, US

Chicago, llinois.

057082021 07:00 AM

Washington, Distrit of Columbia 051082021 00:48 AM

DISTRICT OF COLUMBIA, US-DC, US

Available Itinerari

[Comerttrarres

f——

Date and Time

Aurival City Date and Time

Arrival Rate Location

No Available lineraries Found

(e L]
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MYTRAVEL TIPS: Impact of Next Day Arrivals

Pay close attention to the details on the Expenses & Adjustments screen. The locations listed under
Date/Location should always reference your TDY Location(s). In the example below, the travel allowance picks
up the “Next Day Arrival” layover in Dallas, Texas as a per diem location. Click Previous to return to Available

Itineraries.

‘Travel Allowances For Report: Trip from Washington to Paim Springs

Actual Lodging

7. Select the assigned itinerary, then click Edit.

Travel Alowances For Repurt Trip from Washington to Paim Springs

sary: Trp from Washington o Paim Sgrings

21 0700 AM

ate s Time &

8. Select the 3 middle rows then select the Delete Rows.
NOTE: only 2 rows are needed for a single destination TDY. One row for Washington to Palm Springs, then a

second row for Palm Springs to Washington.

Traved Allywances For Repart. Tr from 'Washington o Paim Sprngs

June 2020
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MYTRAVEL TIPS: Impact of Next Day Arrivals

9. Select the first row then update the Arrival City to Palm Springs, CA. Next update the arrival time to the correct

time. Then click Save.

‘Travel Allowances For Report: Trip from Washington to Paim Springs

Edit Itinerary Stop

| vt ciy Arvat Rate Losation |

COOK COUNTY, US-L. Us

DISTRICT OF GOLUMEIA US DG, US

Washington. D Golumbia
0510812021 02:48 AN

[sscazann E I l

Edit Itinerary Stop

Arrival Rate Loeation

RIVERSIDE COUNTY, US-GA US

e
@) [oroom

DISTRICT OF COLUMBIA, US-DC. US

Washington. District of Columbia
050812021 00:48 AM

S Cricago, llinos
= 051082021 07:00 A
|

I Wasringion, Dstrictof Columtia

- =
| T

(i.e. Palm Springs 11:55 AM) then click Save.

11. Click Expenses & Adjustments at the top, then review the travel allowances. The location under
Date/Locations matches the TDY Location for this trip. Click Create Expenses.

NOTE: the only location calculated in travel allowances is Palm Springs, CA — the only TDY location for this trip.

Travel Alowsances For Repert Trp from Washington ta Paim Spring: ®

Defense Travel Management Office 6 June 2020
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Travel

12. Verify the M and IE Allowance expense line items under Expenses list Palm Springs, CA as the per diem

location.

Add Expense

(J Receipt Payment Type Expense Type Vendor Details Date ¥ Requested
$49.50
O Other Payment Method M and IE Allowance Paim Springs, California 05/08/2021 oo
Alloeated
$66.00
(] Other Payment Method M and IE Allowance Palm Springs, California 05/07/2021 i
$66.00
O Other Payment Method M and IE Allowance Paim Springs, Califomia 05/06/2021 R
$66.00
O Other Payment Method M and IE Allowance Paim Springs, Califomia 05/05/2021 —
Alloeated
$66.00
O Other Payment Method M and IE Allowance Palm Springs, Califoria 05/04/2021 -
Alloeated
$49.50
O Other Payment Method M and IE Allowance Paim Springs, California 05/03/2021 P
Allocatad
$363.00

13. Create or import all expenses needed for this expense report. Adjust allocations, if necessary, then submit for

AO approval.

You have successfully updated your itinerary to reflect the travel allowances accurately.

Defense Travel Management Office
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